
E-FILING AN APPEARANCE 

E-File an Appearance 

1. In the address bar, type http://www.jud.ct.gov   

2. Click on E-Services in the left menu to go to the E-Services Welcome Page: 

 

3. Click Log-in at the bottom of the page; a Security Alert may appear 

4. Click OK 

5. Enter the juris number and password 
 
Note: All e-filing transactions will be attributed to the logged-in juris number.  
Generally, the log-in juris number is the firm juris number for this reason.  The 
individual juris number of the attorney is used to sign documents.  If you forget 
the password, click on Forgot Password? for help.   

 

6. Click Login 

7. Click Civil EFiling in the menu bar on the left of the screen 

8. Under E-File A Motion/Document on the e-filing menu, click Party Search 

Note: If you know the docket number of your case including the location code, 
you may use the Select Case option. 

http://www.jud.ct.gov/


E-FILING AN APPEARANCE (CONTINUED) 

9. Type the Party Name in the Party Name box 

Note: The name of either the Plaintiff or the 
Defendant or the first three letters of either 
name will be enough to generate an 
alphabetical list of cases.  You may also filter 
and sort the cases by choosing a location, a 
case category, or an order for the display of 
the cases. 

 

10. Click on the Docket Number of the case that you wish to select 

 

 

11. Choose E-File an Appearance from the drop-down arrow  and click Go to get to 
the appearance screen 

Note: Until you have filed an appearance, E-file an Appearance will be the only 
option that is available to you in this drop-down box.  A message will appear on 
the screen below stating that the logged in juris number has not filed an 
appearance in the file.  

 



E-FILING AN APPEARANCE (CONTINUED) 

12. Click in the box next to the name of the specific party for whom you are 
appearing or select All Plaintiffs or Defendants 

Note: If you are filing an appearance on behalf of a Committee in a foreclosure 
action, the Clerk must enter “Committee” as a party.  If you do not see the option 
to click next to “Committee,” please call the court where your action is pending 
and ask that “Committee” be added as an option. 

 

  

 

13. If you are filing an appearance in place of an appearance that is already on file 
or if you are filing an appearance in addition to an existing appearance, click 
in the appropriate boxes. 

14. If you want to fill in the area next to Other, you must first select a party for whom 
you are filing an appearance. 

15. Click Yes or No to indicate whether you agree to accept certification by email for 
documents filed by other parties in the case under Practice Book Section 10-13 

16. Click in the Telephone Number field and in the E-Mail Address field and enter 
the information 

Note:  If you agree to accept certification by email, be sure to fill in your email 
address. 

17. Confirm your individual JURIS # which is your electronic signature on this 
appearance. 

18. Click Continue to go to the certification of service page 



E-FILING AN APPEARANCE (CONTINUED) 

 

 

  

Note: The information that you enter on this page will be printed on the form that 
the system creates for you to file.  Effective January 1, 2012, Practice Book 
Section 3-4 requires that whenever an appearance is filed in any civil or family 
action, a copy of that appearance must be mailed or delivered to all counsel and 
self-represented parties of record. 

19. Provide the appropriate information about addresses of service; then sign your 
appearance by entering your individual juris number:  

20. Enter the telephone number and the date of mailing or delivery 

 

 

 

21. Click Continue 

Note: DO NOT click the Back button on your browser or the Cancel button to 
return to the previous page.  Clicking either button will clear the information that 
you have entered.  Use ONLY the gray buttons provided at the bottom of the 
screen to move back and forth in e-filing. 



 
E-FILING AN APPEARANCE (CONTINUED) 

22.  After you have reviewed the fillable form for accuracy, you may use the Print 
button in the document window to print out a copy  

Note: You did not create this document because it is a system-populated form; 
therefore, you will need to print or save a copy for your own records. 

 

 

23. Click E-File this Appearance to move to the Confirmation screen 

 

Note: This is the ONLY opportunity you have to obtain a copy of the confirmation 
screen.  You are required to print this screen or save it electronically for your file. 

24. Click on the Docket Number in order to return to the case detail page.  You can 
now view all electronically viewable documents, and file documents electronically 
in this matter. 

 


